Contents

Welcome to ATMM training

Profile Management - Day 1

Lab 1-1: Managing USEr PrOfilES..........cv it

Customer Management

Lab 2-1: Creating @ CUSTOMET ......cciiieieieiestes et ettt e st te e e st e tesbe st e s seese e s e e eesteseestesteenaesaenseneeseens
Lab 2-2: Updating a Customer wWith CharaCteriStiCS ..........ccuvuiiieiieiiiie s
Lab 2-3: Completing a Title & Registration TranSaCtioN ..........ccccvcvviiieiiieiiee e
Lab 2-4: Creating a Miscellaneous TranSaCtiON...........cccueiveiieieeiee s ste et teenae e nneas

Work Management and Reports

Lab 3-1: Deleting @ Held TransSaCtion...........ccooeiiiiiiii ittt
Lab 3-2: Processing a DiSCretionary Edit ..........ccciriiiiiiiiiieis et
Lab 3-3: Approving a DisCretionary Edit............o.ouiniiiiiriii e e
Lab 3-4: ADAING AN EXCEPION. .. ..ttt e e e e
Lab 3-5: RemoVving an EXCePLION. .. ..o
Lab 3-6: Management REPOMS. ... .uit it e e

Inventory Management

Lab 4-1: VIEWING INVENTOIY....oviiiitiiiiiite ettt b bbbt sb et eb e bt sr e ebenrenea
Lab 4-2: ReQUESTING INVENTOIY ....oiviiiiiitiieiste ettt et b e bbbttt sb et sre et sbe e
Lab 4-3: Ordering a Personalized PIate ............oooviriiiii i
Lab 4-4: Approving INVENTOTY OFUEIS ......cviiiiiiiirieiiie ettt ettt bbbttt sr e eb e e ebe b
Lab 4-5: Receiving Registration StoCK iNt0 INVENTOIY........c.coiiiiiiiiiriesreeese e
Lab 4-6: Receiving Plate Orders into INVENTOIY ........c.coviiiiiieieeie s ste ettt nneas
Lab 4-7: MOVING INVENTOMY ....cuiiiieiecie ettt ettt et e e s te e s teebeeabeaatesseestaeteeteeseesrnennees
Lab 4-8: AdJUSEING INVENTOIY .....cviiiiiie ettt ettt te et e e eaat e sbe e s be e beeteesaesreenneas
[ oI Ete il V=T 1 (0] A (=T o] i USROS

Day 1 Summary Exercise

Finance - Miscellaneous - Day 2

Lab 5-1: Creating a MiSCElan@ouUS TraNSACLIONS. ........ccciiiuiiiiieiieieie sttt st st
Lab 5-2: RECONCHING FUNGS ..ottt sttt bbbt se e b e e sbeneeneas
Lab 5-3: Viewing Cash DraWer REPOIS. ........coiiiiiiiiiieisie ettt sttt st s sbe e sbe e
Lab 5-4: SWEEPING FUNUS .....cuiiiiiitiieiiite ettt etttk sb et b ettt sb e s e ebe st e s e ebesre e sbenreneas
Lab 5-5: Viewing Consolidated INfOrmMation .............coiiiiiiiiiiiieses et
Lab 5-6: AdJUStEd JOUMNAI ENLFIES .....cuviviieiiitiiieiste ettt sttt ettt se et bbb
Lab 5-7: ACCOUNE GrOUP INQUITIES ...veveitiietiiteiieeete sttt sttt ettt st et e e b e e ebenre e
Lab 5-8: JOUNAl ENLFY TNQUITTES .....ceueiieie ettt ettt st ne e e



Lah 5-9: PrOTQUCT INQUITIES ....vetiiieiiieiie ettt ettt et sb ettt e b et sb e e b e s beebe e s e e e e e nee e

Finance - Money Management

Lab 6-1: Creating an NSF ENLNY ......oviic ettt et e teene e e e e e nrennn
Lab 6-2: RESOIVING 8N NSF ...ttt b bbbt bt eb e sr e bbb nr e
Lab 6-3: Creating @ RETUNG.........coiiiiiiiei bbbttt eb e nr e b sr e ebenr e
Lab 6-4: ApPProving & REFUNG .........oouiiiiiiiie bbb e sbenr e
Lab 6-5: Setting Up an ESCIOW ACCOUNT ........ooviiiiiiieiiii ettt sttt sb e b e snesne e
Lab 6-6: FUNAING @N ESCIOW ACCOUNT .......c.viviiieiiitiiieiieie ettt sttt sttt sr et eb bttt sr e eb e sr e ebesn e ebenre e
Lab 6-7: Paying With an ESCIOW ACCOUNL.........couiiiiiriiiieiitesieeete sttt s sr b e sb e sr e b sn e snenre e

Day 2 Summary Exercise

Page ii



Welcome to ATMM training

Introduction

Welcome to the Accounting Transaction Money Manager (ATMM)
training. You have been selected as a representative of your location because
of your level of responsibility within your office.

This training time will teach you about the product functionality you need to
understand in order to do your job.

Learning objectives

After completion of this chapter, you will be able to:

e Plan your time in class according to the class schedule.
e Participate positively in the classroom learning environment.
e Identify the tools needed for success during the class.
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